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gL\éfa-ﬁn-nu - ( REQUEST FOR RECORDS RETENTIO(‘"SCHEDULE

SCHEDULE
(9-1-83) | NO.
“* Holl of Records “To be Submitted to the Records Managw.nent Division .
‘Commission v . ‘ Hall of Records Commission Im‘f‘ 1.
1. Requesting Agenc 2. Division or Bureau of Requesting Agenc
GUESHING OSNYY MARYLAND-NATIONAL e
wnu PARK AND PLANNING COMMISSION BECRETARY-TREASURER
3. Authorization Requested (Check only one of the squares below).
A B .
Dispose of present accumulation. No Establish retention schedule for re- D Microfilm and  destroy originals.
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have volue accumulation. The records will cease to retained for the period of .time indicoted.
to warrant retention. have value to warrant their retention after
the period of time indicated.
4 5. Description of Records 6. Recommendation
| l:em Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relate, inclusive dates,” and quantity and Board of Public

No.

(cubic or linear feet). Show recommended retention period.

Works.

1.

2.

RETIRED BONDS AND COUPONS

Size: 11® x L4

Dates: 1935-1950

Quantity:s 1 carton (2 cubde feet)
File Arrangement: By series
Disposable Amount: 1 cubic foot
Audits Bi-gnmial outside audit

This file contains bonds and coupons which have been retired and
stamped paid., The Maryland-Washington Regional and Metropolitan
District Acts of 1927-1943 suthorize the Commission to issue bonds

to pay for land purchases and development, bearing not more than
5% interest and maturing in not more than fifty years. The bonds

‘mreﬁmdbympqmanttromthataxleviaaofthetmcomues

{Montgomery and Prince George's). o

RECOMMENDATION: RETAIN FOR THREE YEARS AFTER RETIREIENT, *OR UNTIL
AUDITED, WHICHEVER IS LATER, ARD THEN DESTROY BY

BURNING.
INSURANCE POLICIES

8ize: v x 11*

Dates: 1927 - =

Quantity: lcarkmandldocmtfﬂ.e(zécubicfoet)
File Arrangemsnt: By county and subject insured
Disposable Amount: 2 cubic feet

SION

~

APPROVED
HALL OF RECORDS COMMI

7. Agency, Dnv:?:r Bureau Representatnve

SECRETARY - TREASURER

5/23 /57

Signature Title

Date

- Sche
Recor

| /Authorized as Indicated in Col. 6 by Hall of
S Commission Public Works.

Disposal Authorized as indicated in Col. 6 by Board of

KyAY Vw2 MSQM hai ¢ § B Q//)M

Date Archivist Do‘td

Secretary
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ltem

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

6. Recommendation
of Hall of Records
and Board of Public

.\lo.

(cubic or linear feet). Show recommended retention period.

Works.

3.| ADMINISTRATIVE ACCOUNTING RECORDS

Sise: 11¢ x B3

Datesa; 1927 - -

Quantitys 5 cartons (12 cubdc feet)

Disposable Amounts 10 cubic feet

Audit; Bieanmel outsids aundit

These records are composed of the following:

1. Check stubs and canceled checks, showing check mumber,
date, payee and amounts. Checks and stubs are audited
and amounts entersd in the General ledger.

2. Reconciliation sheets.

3. Bank Dgposit slips, posted to the General ledger

4. Receipted bills, attached to tho woucher

. 5. Vouchera (Montgomery County-yellow; Prince George's
County-blus) authorizing payment show serial mumber,
date, payes, amouht, the fund charged, the purpese, and
authorized aignature. 7The vouchers are posted to the
Disbursaments Journal.

RECOMMENDATION: RETAIN FOR THREE YEARS GR URTIL AUDITED, WHICHEVER
I3 LATHER, AND THER DESTROY. ?""‘"‘\"‘f T
L. | BUDGET AND WORKING PAPERS - '

Size: 11®* x Ly . "

Dates: 1948-1956 '

Quantity: 1 transfer file (2 cubie feet) i

File Arrangemsnt: By subject, and department !

automobiles, trucks, equipment, park buildings, workmen's ccmpensauin
policies, and bonds for employees.

RECOMMENDATIONs RETAIN FOR DURATION OF THE POLICY OR BOND AND FOR
THREE YEARS THEREAFTER, AND THEN DESTROY.

Disposable Amownt; 1 cubic foot

This file includes ccrrespondsncs, plans, proposals, reétmlﬁm; R
wvork sheets, tables, depertmental estimates and other supparting
papers used in preparation of the anmmual budget.

BECOMMENDATION:s RETAIN FOR THREE YEARS; THEN REMOVE AND RETAIN
PERMANENTLY RECORDS HAVING CONTINUING ADMINLSTRATIVE
AND LEQAL VALUE AND DRSTROY ALL OTHER MATERIAL.

APPROVED
HALL OF RECORDS COMMISSION

}

—1ARY
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*hRM HR-RM 1A ' o~ SCHEDULE .
(11-1.-86) C.‘EQUEST FOR RECORDS RETENTION  HEDULE o Ne. 294
+* Hall of Records (Continuation Sheet) PAGE
Commission : NO. 3.
4 5. Description of Records ' 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records
ARNo work or activity to which the records relote, inclusive dates, and quantity and Board of Public
‘ ) {cubic or linear feet). Show recommended retention period. : Works.
S. | PURCHASE ORDER
=
Size: 5° x 8" S
Datess 1927 = - %,
Quantity: 2 cartoms (2 cubic feet) o=
File Arrangememt: By serial number ™ g
Disposable Amount: 13 cubic feet - ©
)
The Purchase Order shows the name of the person or firm from whom zg
supplies are {0 be purchased, the date, serial mmber, date of o
delivery, item, rate, and cost. The signatures of the person o o
| requesting purchase and of the person guthorising the purchase < &
is recordsd. S
BEOOM‘!ENDAIION: .RETAIN FOR THREE !EABS AND THEH DESTROI ACCUMULA- E
' TION. e - =
6. | TIM SHEETS

8ize: 83" x 11*

Dates: 1950 - -

Quantity: 2 cartons (2% cuble feet)
File ‘Arrangement; By project or park
Disposabls Amount:; 2 cubic feot .

The Time Sheets are dally records of time worked on esch project,
showing the names and homr's w-rked by each employee. This ine

s Tyl
RECOMMENDATION: RETAIN FOR THREE YEARS ARD THEW DESTRO!( %ccmm‘(
nou. LAV S I

PAYROLL CARDS o | b,

Sise; 67 x 11"

Dates: '1927-1956
Quantity; L card files, 2 cartons {total h
Disposable Amount: L cubic feet ——

Payro]lCardsiareprepandtoreachmployaeandnhowthamm,
Social Security number, department to which assignsd, the gross and
not pay, and deductions. A copy of Form W-L was stapled to each
card. This information was posted to the Disbursements Journals.

On Jamuary 1, 1957, the Todd System (Item 8) supplmtedthocaﬁ
Payronlla

RECOMMENDATICN: RETAIN FOR DURATIOR OF EMPIOYMENT, AND FOR THREE
: YEARS THEREAFTER; THEN DESTROY ACCUMULATION.

formation is transferred to ths Pgyroll Journmal. - - S

q(-T*HLTA!’\
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Hall 6% Records
Commission

" . |SCHEDULE—
. INo.

(" EQUEST FOR RECORDS RETENTION  HEDULE 294
(Continuation Sheet) PAGE
NO. k.

6. Recommendation

a
m

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

of Hall of Records
and Board of Public
Works.

8.

9.

PAYROLL JOURNAL

Size: 12" x 12% gheets

Dates: 1957 - ~

Quantity: 1 volume

File Arrangament: By name of employee
Audit: Bi-anmual outside audit

roll Cards (Item 7). This is a peg-board method of
chock and posting that Information to the employee’s jowrnal sheet

in one operation. A journal sheet is prepared for each employee
showing: -name, address, position, race, sex, date of birth, date
of employment, pay period, rate, glemtd.qm, net pay, and leave

RECOMMENDATION: RETAIN FOR DURATION OF EMPIOYMENT AND FOR THRKE
© YEARS THEREAFTER, AND THEN DESTROY.

g_ogx.mmrronms

Sizes 11 x 83e _
‘Dates: 1927 = -~ o
© o Quantdty: -3 cartens (3 cubic fest)
‘File Arrangement: Chronological
 Digposable Amount; 2 cubic feet -
Audit; Bieanmal outaide audit

Tool Inventories record the dates of acquiring tools and equipment
the item, cost, and date of the inventery. ’

RECOMMENDATION: *RETAIN FOR
TION. | e

[}
I

QASOLINE USE BOOKS

S8ize: L" x 5¢

Dateas 1935 - -

Quantity: 1 carten

File Arrangemsnt; Chronological:
Disposable Amount: 1 cubic foot

These are fisld records of gasoline dispensed for
used in the various projects. Entries show names of tha drivers,

type of equipment, and the mumber of gallons of fuel issusd.

RECOMMENDATION: RETAIN FOR THREE YEAES AND THEN DESTROY ACCUMULA-

104

The Todd System was introduced on Jamuary 1, 1957, replacing the Payt
preparing ths pa

motor equipment -

v

THREE YBARS AND THEN DESTROY ACCUMULA-

APPROVED
"HALL OF RECORDS COMMISSION

o 1957

FRIREITIIVSPRRISRPIIN

SIGRCTARY




Size: B30 x 11"

Dateas 1927 - - .
Quantity: 75 file drawers
' 88 transfer files and cartons

(total 2hli cubic feat)
Amual Accummlation: 9 cubic fest

Disposable Amounts 180 cublis fest

These files contain correspondence relating to the work and opera-
tions of the Commisaiom. : ’

RECOMMENDATIONs RETATH FOR FIVE YEARS; THEN REMOVE ARND RETAIN
PERMANENTLY REOCORDS HAVING CONTINUING ADMINISTRA-

TIVE AND 1EGAL VALUE AND DESTROY ALL OTHER MATERIAL.

FORM HR-RM 1A . SCHEDULE ¢
» (11-3-E6) C,‘.EQUEST FOR RECORDS RETENTIONFIHEDULE No. 294
./ Hall of Records (Continuation Sheet) PAGE
Commission NO. 50.
4 ' 5. Description of Records 6. Recommendation
It:em Describe records accurately. Include title, form number, size of documents, of Hall of Records
.lo work or activity to which the records relate, inclusive dates, and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.
31. | GENERAI, CORRESPONDENCE FILE

APPROVED
HALL OF RECORDS COMMISSION

STl AR

o atroserassmet




